Tennis Club Financial Management and Delegations Policy Example

1. Purpose of this Policy is: To outline how the tennis club manages its finances responsibly and sets clear financial delegations to ensure:
· Club funds are protected and used appropriately
· Financial decisions are transparent and accountable
· Committee members understand their authority and responsibilities

2. Financial Governance Principles. The committee commits to:
· Acting as good stewards of club funds
· Using club money only for approved club purposes
· Maintaining accurate and transparent financial records
· Ensuring appropriate checks and balances are in place

3. Roles and Responsibilities
3.1 Committee has overall responsibility for the club’s financial management, including:
· Approving budgets and major financial decisions
· Ensuring appropriate financial controls are in place
· Monitoring the club’s financial performance
· Ensuring legal and regulatory obligations are met
3.2 Treasurer is responsible for:
Day-to-day financial management
· Maintaining accurate financial records
· Preparing budgets and financial reports
· Ensuring payments and income are processed correctly
· Reporting regularly to the committee on financial position
3.3 Chair / President is responsible for:
· Providing oversight of financial decision-making
· Supporting the Treasurer
· Acting as a secondary authority for financial approvals where delegated

4. Budgeting
An annual budget will be prepared and approved by the committee. The budget should align with the club’s strategic priorities. Any significant variation from the approved budget must be reported to the committee.

5. Banking and Accounts
· All club funds must be held in approved club bank accounts
· Club accounts must require at least two authorised signatories
· Electronic banking access should be limited to approved roles
· Bank reconciliations should be completed regularly

6. Payments and Expenditure
All expenditure must be for legitimate club purposes. Supporting documentation (e.g. invoices, receipts) must be provided. Cash payments should be avoided where possible.

7. Financial Delegations
7.1 General Principles
Financial authority is delegated to support efficient operation. Delegations apply only within the approved budget. No individual may approve payments to themselves
7.2 Delegations Table (Example)
	Financial Activity
	Delegated Authority

	Expenditure up to $500 (budgeted)
	Treasurer

	Expenditure $501 – $2,000 (budgeted)
	Treasurer + Chair

	Expenditure over $2,000 or unbudgeted
	Full Committee approval

	Signing payments / electronic approvals
	Two authorised signatories

	Entering contracts or long-term commitments
	Committee approval



8. Conflicts of Interest
Committee members must not benefit personally from club funds. Any actual or perceived financial conflict of interest must be declared. Members with a conflict must not participate in related decision-making. All conflicts should be recorded in meeting minutes

9. Financial Reporting
The committee should receive regular financial reports, typically:
· Income and expenditure summary
· Bank balance
· Any significant risks or variances
· Annual financial statements should be prepared and presented to members at the AGM

10. Asset Management
The committee is responsible for:
· Maintaining a register of significant club assets
· Ensuring club assets are safeguarded and insured
· Approving the purchase or disposal of major assets

11. Fraud and Misuse of Funds
Any suspected misuse of club funds must be:
· Reported to the Chair/President
· Investigated by the committee
· Managed in line with the club’s constitution and any relevant legal requirements

12. Review of Policy
This policy will be reviewed periodically to ensure it remains appropriate for the size and operation of the club.

13. Adoption of Policy. This Financial Management and Delegations Policy was adopted by the committee on: Date: ______________________

Signed (Chair/President): ______________________

